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* Did you ever receive a pesky statement
from Citibank saying you still have a
balance after your voucher was

processed?

* Didja know you can prevent that from
happening when you file your voucher?
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* NO?!1??
* Well, help Is here.

* Follow these steps from page 75 from the
Kansas DTS Simplified Traveler User
Guide.




Travel Voucher

Just do the same things you always do
when you file your voucher:

Correct your ltinerary

Edit your expenses

Upload your receipts

And just before you sign your voucher.....



A Defense Travel System - Welcome to DTS - Microsoft Internet Explorer

File Edit “iew Favarites Tools Help
Logged In As: Document Mame: | | screen (D 11101 Cloze Window
Traveler Mame Cocument Type:  Woucher Help for thig screen

-

erun o usr |

= My Preferences = My Additional Information = sy dccount Infarmation

D-EfEI'ISE Tl'ﬂ?E' S?Stem Itinerary Travel Expenses Accounting gt GilstIEIRS ilasll
A New Era of Government Travel

Ndvances

P Profile 4

Payment Totals Partial Payments

WIEW-CRLY

* Last Mame:
*Firzt Mame:
il

* Gender:

S

Mailing

*Address Line 1:

*addrezz Line 2:

*City

*State:

* Zip Code:

*Home Phone:

*Email Addrezs:

Residence

Pl £y i F

[ 1

Click “Additional Options”
Then Click “Payment Totals”

2500 5w TOPEKS BLWD

TOPERA

ks Loakup |

a6 1




File Edit “iew Favarites Tools Help

Logzed In Az Document Mame:

Screen Dy 10631 Close Winda

Traveler Name

% Defense Travel System

A New Era of Government Travel

erun o usr |

Document Type: WVoucher

Expense Summary

Total Expenses: 51,209,468
Mon-Reimbursable Expenzes: 50,00
Reimbursable Expenzes: 51,209, 46
Disbursement Summary

Gou't ddvance Paid; 50,00
scheduled Partial Pmts Paid: 50,00
Presrious Woucher Payments: 50,00
Total Prior Payments: $0.00
Credit Sumimary

Collections: 50.00
Waiver fhppeals: 50.00

Het To Traveler: $1,209.46
Balance Due US: $0.00

Entitlement Summary
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Ouverall $tarting Point

Leawe From: RES: TOPEKA K3 i
Leave: 14-Jun-09

Location 1: ROSSLYN, YA

Leave From:  RES: TOPEKA K5 Wig
TOVFTAD Loc: ROSSLYH, WA

hrrive: 14-Jun-0%

Leave: 17-Jun-09

When you get to this page, scroll
all the way down.

Errive: DA asiington, UL [0s6 ]
[Mational Apt)
Carrier s i
F:;;:r Midwest Express (Y] 2100 o
Conf /PMR: D H*EFBTHR
10:0048 - 17-Jun-09
Depart: DCa-YWazhingtan, DC (LSA)
[Mational spt)
114848 - 17-Jun-09
A rive: MCI-Kanzas City, MO [LISA)

(It Apt)

b oy N T Y




Edit Yiew Favarites Tools Help
— Preyiols woldchier Payiieiits, o0, 00

Total Prior Payments:

Credit Summary

Collections:
Waiver fhppeals;:

Met To Traveler:

Balance Due US:

Entitlement Sunmary

Total Expenses:
Less Prior Pmts:

Pluz Collections:

Met o Traveler:

Add GOWCT AT

ddd'| GOVWCT At

Less Prev Pmts to
QOYCC[By Traveler):

Prev Pmt Adjustments:

Final Distribution{Het to traveler)

Met Diztribution:

{Int!. Apt)
£0.00
To ensure you pay Citibank ALL that was
$0.00 charged on your Gvt Travel Card (GTC), get
50.00 out your abacus and add up the airline ticket,
$1,209.46 hotel receipts, restaurant receipts, rental car
5000 receipt, gasoline, and any other receipts you
have that you put on your GTC.
Personal(} Individual GOVCC(%)  Total() -
5230.00 5979.46 51,209,456 Leave From:  BOSSEYH WA Wil -
50,00 0.00 50,00 A After you have added all those receipts,
i .
.00 .00 s0.00 Enter your grand total in the box labeled
.............. “Add’l GOVCC Amt”
£230,00 5979.448 51,209,458
$0.00 0.0 Then click “Calculate”.
$-130.45 130,45 éﬂter extra $$
0.o0 %0.00 » Calculate
50,00 £0.00
Click
599,55 £1,109.91 51,209,458

Proceed to the following page: Presiem A Continue




Ta-Dal

And now you know.

Citibank will be so
happy!



